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INTRODUCTION

The Personnedl Action Tracking System (PATS) isan electronic SF-52
(Request for Personnel Action) input and tracking system. Thisuser guide
Isdesigned for requesterswho will be using L otus Notes software. There
Is another guide designed for requesters who will be using the Web to enter
requests.

This guide provides instruction for:
= |nputting an SF-52 Request for Personnel Action
= Tracking arequest

It is assumed the user is knowledgeable about the type of personnel actions
they are requesting. For help with the various types of personnel actions,
contact your Personnel Servicing Office.

System Requirements

Minimum Systems Requirements:
Microsoft Windows 98 — Second Edition
Lotus Notes R4.6

PATS Customer Service

Human Resources Operations (HRO) personnel are available from 8:00 am
— 4:30 pm, Monday — Friday to assist with your personnel action request.
For assistance with the SF-52, call your Personnel Servicing Office —
Minneapolis, MN; Washington, D.C.; or Riverdae, MD. For general PATS
guestions and concerns contact: Carol Hendricks, Minneapolis HRO, 612-
336-3320 or carol.l.hendricks@aphis.usda.gov. To better serve you, please
include SF-52 Request Number and Requester Name (last name, first
name)on al inquiries.

Updated May, 2003 3
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Installing PATS Database

If you aready have Lotus Notes, then you have accessto PATS. To request
access, email your request to: carol.l. hendricks@aphis.usda.gov or
becky.a.dyche@aphis.usda.gov . You will receive a message, smilar to the
one below, which includes the 2 icons you need in order to create SF-52's

£ Re: Request for PATS Access - Lotus Notes HEE
File Edit WView Create Acfions Link Help VA ]
CEA DSy A% LF 8¢ v d B G
We\come =1 Farn J Lyons - Inbox |jRe:RequestforPATS Accessﬂ nofes
| [y ) 0 Tools
Becky A Dyche To [Pam J Lyons/MN/APHIS/USDARUSDA
| Py 04704703 071:06 Pt u |Car0| L HendricksMMH{APHISUSDARIUSOA, Kathy M Slaga/MM/APHIS/USDARUS DA |
-« _ |Re‘ Fequestfor PATS Access |
~ Subject

If you already have Lotus Notes, then you have access to PATS

Here are the icons you need in order to create SF-52's.

I PATS PROD FORMS I

AR RIS

< PATS PROD TRACKING

Click on the blue icons and the corresponding databases should open up for you.
You can create SF-52s by clicking on PATS PROD FORMS and then clicking on SF-52 Request for Personnel Actions.

You can save SF-52's into DRAFT (if you're not ready to submit) and then retrieve them by going into PATS PROD FORMS
and then clicking on Views.

You can look for SF-52's that have been submitted by you by clicking on PATS PROD TRACKING.

Becky Dyohe

TfEvnaliovy Tedhuioiogy Specialist
LSDA A PRI MRETT

SI2336.3276 (Vovce!

G122 621F (weorivided
6123702336 (Faxd

=l
1 1 1 “|=0|office =1
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Toinstall PATS:
1. Double Click onthe first blue icon.
2. 1t will take afew minutes to open; the word “opening” will be
flashing at the bottom of your screen.
3. Whenit'scomplete, it will open to the PATS homepage screen.

Lgreral Markshng e

L8 Herd Bllﬁr Prole s
Animal 3nd Fast Masich [napection
Saraca

Bedan Inigebtian, Filhers sl
Stk yards SdrEration

A raw ond Improvad PATS application b on (08 wayl Plasss vislt
it e/ fumws aphis esda gov/mrpbs for more nformation.

Pleage nole that the lollowing program identilier changes for
Deportment of Homeland Secunty SF-520 will be effective on x

| ] o 4T

Toinstall Tracking:
1. Double Click on the 2™ blue icon.
2. The Tracking screen will open up. (This takes much less time than
the PATS Prod Forms).

Q, Searchin.  "Personnel Tracking By SF-52 D#"

Searchfor | Se

‘SF—SZ D% Last Name ‘Date / Time Submittec

b AAAB - RM - 23601 - 1
b AAAB - XX - 05020 -
» AAPP - NC - 09735 -
b ABAS - PD - 46343 -
» ABAS - PD - 57331 -
b ABAS - XX - 35823 -
b ABAS - XX - 47528 -
b ABAS - XX - 61130 -
» ABBA - DW - 48504
» ABBA - OD - 49227 -
> ABBA - OD - 61667 -
» ABBA - OD - 61669 -
> ABBA - WF - 46958
b ABBA - XX - 51391 -

Al eysrsamox

4= By Action Taken

r“ Requester

> ABBA - XX - 52451 -
b ABBA - XX - 54409 -
b ABES - FC - 52720 -
P ABES - XX - 49933 -
b ABES - XX - 55024 -
P ABES - XX - 55040 -
b ABES - XX - 55060 -
P ABES - XX - 55085 -
b ABES - XX - 55507 -
P ABHR - 2D - 48367 -
» ABHR - 2D - 49902 -
b ABHR - 2D - 49915 -
» ABHR - 2D - 51945 -

B S PR VR SRR PR
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PATS Database

Y ou now have access to the following PATS databases:
o PATS Prod Forms -- database used in input personnel action requests
o PATS Prod Tracking -- database used to track an SF-52 through the
personnel process

* Favorite Bookmarks _E

@ Wwieloome

'?g,:_,,, Databaze Subzcriptions

fii ABC for MRF

& FoTS Prod Foms
i PATS Prod Tracking

Updated May, 2003
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Inputting an SF-52
Request for Personnel Action

To enter a Request for Personnel Action (SF-52)
1. Click the databaseicon (left side of your Lotus Notes Welcome

screen)

Ele Edi “ew  Cmoe Acimir. Jed  Help - P G
A e FBS MG EEIc R YAETR
Wielcone m

@: (PP Wekco e pape: [Basics ]

|

i
at

e tn MobesT
g &Immu

bl

i

Cxpemenned

Maed & tepm space )
@ Try Lotus Quickplacs or Sametime.

rﬁ Wit :.|..._-..;.: this mags?

Search [rotm CembareCaisiog 3 4or | | Ehurr.h]

This is the protected ted anea of the foom.

2. Click on PATSPROD Formsicon

~ Favorite Bookmarks

=
t:j Database Subscriptions

b sectorurp
& FATS Prod Foms

54 PATS Prod Tracking
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3. Click the SF 52 Request for Personnel Action button

P PATS TRN Forms - (Blank View) - Lotus Notes
File  Edit Yiew Create Help

CE A WD
We\come

Waorkspace |. PATS TRN Forms - (Blank View) ﬂ = Parm J Lyons - Inbox

Perfomance Workdlow

=
e ‘ / SF52 Request
for Personnel Action
m (thn
1

" Tracking

USDA
i

E‘El {Lmup Tables Agricultural Marketing Service U.S. Merit Systems Protection
Board

Animal and Plant Health Inspection
7 Documentation Service
Grain Inspection, Packers and
Stockyards Administration

7 Administration

fww Administration

Action Buttons — at the top and bottom of the screen there are 9
action buttons:

» Submit: sends the SF-52 to the Personnel Servicing Office
(Minneapolis, MN or Washington DC/Riverdale, MD).
» Draft: savesthe document in draft form so you can
0 Submit at alater date
0 Make changes before submittal
o Create atemplate to use with the “copy to new” function
(*described on page 25)
Expand al: alows you to expand the form completely.
Collapse dl: alows you to collapse al the fields within the form.
Preview: alows you to preview the actual SF-52 form after the
information has been entered into the form. A request number is
automatically assigned when the user hits the preview button.
» Print: prints ahardcopy of the information entered.
» Privacy Act: explains the authority for and use of required separation
information.
» Exit: exits the document without saving the information.

YV VYV

Updated May, 2003
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» Help: takesthe user to the “User Guide” area where system
instructions are |ocated.

M Feques tfor Fersonnal Acion %)

Request for Personnel Action
Last Updated On Oofober 4, 2002 500 P

ACTION 3 w[W
BUTTONS LB

A\ 4

= = | Requesior Section

action Raquastad: | “Lssecr 4n actions =
BF-52 ID#: | coelect & Location 105 g - - - 3
|Prapnsm‘l Effective Date of Action: r_ﬁ
i

| Parson ta Contact for Additional | ©
| Indfo;

| Contact's Work Phone Murmber: |

Action Regquested By
| Last Name, First hama: | ©

| Tithar ©

Data: |
OOl 200 5,

AcTion &uthosized By

Updated May, 2003 9
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Getting Started

Helpful Hints & Tips

s UseMM/DD/YYYY format for dates
0 Some date fields have a*“quick entry” calendar button. Click
on the button to enter the current date in the field.
0 Some date fields are automatically entered with the current
date, to change the date.. . backspace to delete and simply type
in the new date.

+ Using the tab key will move you block to block. Do Not Usethe
Enter Key to move around the form. Sometimesit's easier to view
the screen if you use the cursor to move to the next block, instead of
the tab key.

¢ While completing a data el ement, you will notice “help text” located
at the bottom of the screen. This text will prompt you with the type of
information required for that field.

¢ There are mandatory fields that must be completed before the SF-52 can be
submitted. These mandatory fields are annotated as “Required” in the help
text at the bottom of the screen.

+¢ If you do not know the information required in ‘ non-mandatory’
fields, leave them blank.

Updated May, 2003 10
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+» Right arrow “twistees’ allow the user to expand a particular areafor
more information. Down arrow “twistees’ indicate that the areais
expanded to itsfullest. Clicking on “twistees” will expand or collapse
the form. To expand or collapse all fields, use the Action Buttons at
the top and bottom of the form.

" New Aegeest for Persomnel Adios - Lotus Noes

Fle Edii ‘Yew Cweal Adions Sacion  Halp s T WE ]
UG 0 g JB YL EBE i LR SEAEE
™} wesicome Wirkepace B FATS TRt Fone-Hiorkvies)  SFam JLpans=inbad | ] Hews Recuestion Personngl Action % nofes
205 R
e Request for Personnel Action
""—‘f Last Updated On Dotober 9, 2002 500 FM
|
A ey r-
- % h = @ 4 P M D
fwibaTur ratt F'::"" Collgen i Rriet  Wrhecohch  Tai g
¢ |_BRquestor Section |
= | Attachments {eog., Position Descrption, K88, stc) |
d %y e 9 a2 0 @
Sl [E=1 h‘:“ u:'f" Fia i AL Prbcaaden Eail =ah
This &5 the: protested test ores of the form,
© |rmona) | “ 60| Dofice =
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¢ The Exit button located at the top or bottom of the screen will take
you back to the previous screen or back to the initial SF-52 screen.
EXIT buttons located at the bottom of the left side of the screen
(navigational screens) will take you completely out of the PATS

system.
Request for Personnel Action
Last Updated O Ociober @, 200 5: 00 P
233322402
\ Action Buttons
top & bottom of screen

G@#%ﬂ@

= rl.oekup Tables Agricultural Marketing Servi

Animal and Plant Health Inspe:

7 Documentation Service

Grain Inspection, Packers ai

P Stockyards Administration
Administration

"\eb Administration

Navigational screen

¢ Requestsfor Personnel Action (SF-52's) cannot be changed or edited
after submission; contact your Personnel Servicing Office if there are
changes to the action requested. See “Drafts’ section pages 22-26, for
instructions on how to save a document (prior to submission).

¢ Users can save requests to Draft multiple times; requests will not be

processed through the Personnel Servicing Office until it is actualy
Submitted. Drafts arelocated in VIEW S and are grouped by

Requester Name.

Updated May, 2003 12
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Let’s Begin

|Requester Sectiod

P New Request for Personnel Action - Lotus Notes HE

File Edit ‘iew Create Actions Text Help VA ]
: Wy = = == =#:— 1 £ 0y
CPA BN #B I PR EEswEER SEER
We\come Workspace @ PATS TEM Forms - (Blank Yiew) =3 Pam J Lyons - Inbox ‘ Anlew Reguestfor Personnel Action j notes
=l
] v| Requestor Section |
Action Requested: J‘Changa in work Schedule ;=
SF-52 ID#:| AADM = - KX - -3
Proposed Effective Date of Action: |~ |
12/26/2003
Person to Gontact for Additional | “Rudolph Reindeer
Info:
Contact's Work Phone Number: |7 xxx-s0dx 3005 _
Action Requested By
Last Mame, First Name: | ELF, 10E
Title: |" TIME KEEPER
Date: |” |
04/04/2003
Action Authorized By
Name: | MERRY CLAUS ,
Title: | “wIFE, BOSS
Date: " |
04/04/2003 ,
Employee Information
Last Name: J‘CLAUSJ
Work Schedule: J‘IG - Full-Time Seasonal j=j
Part Time Hours Per Biweekly Pay |"
Period:
=
Select the work schedule for this employee.
| 1= i Iefofice s

Action Requested: mandatory field
= click on the arrow key, choose the action requested from the drop
down menu. A full listing of actions in the drop down menu is
available in Appendix A (pages 32-35)

SF-52 ID #. mandatory field

= click on the arrow key, choose afour letter ID which describes your
agency or program. Definitions of the ID codes are available in

Appendix B (pages 36-39). Hints & Tips— begin typing the
identifier or in the drop down menu, typein thefirst letter of
your identifier and you will automatically scroll to that area.

Updated May, 2003 13
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= enter your two-digit/character office identifier or XX in the next
block.
= ab5digit number (PATS Request #) is automatically generated by the
system when you:
0 Preview areguest
O Print arequest
0 Saveto Draft
0 Submit

Proposed Effective Date of Action: mandatory field
= enter the proposed effective date using MM/DD/YYYY format. Hints
& Tips—click on the calendar button for quick entry of the
current date.

Person to Contact for additional Info: mandatory field
» enter the name of the person to contact for additional information

regarding this requested action.

Contact’ s Work Phone number: mandatory field
= enter the work phone number for the contact person.

Action Requested By: mandatory field
= enter the name of the person requesting the action. Hints & Tips—
use the format Last Name, First Name which will make it
easier to find actionsin drafts, out box, and tracking. The
system reflects information exactly as you typeit (i.e. typos,
spaces, €etc.)
= enter thetitle of the person requesting the action.

» the system automatically enters the current date, the user can change
the date usng the MM/DD/YYYY format.

Action Authorized By: mandatory field
= enter the name of the person authorizing the action.
= enter thetitle of the person authorizing the action.
» enter the date the action was authorized. The system automatically
enters the current date, the user can change the date using the
MM/DD/YYYY format.

Updated May, 2003 14
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Employee Information: mandatory field
= enter the L ast name of this employee, or enter Recruit if it'sa
request for filling a position (Recruit Action)
= click on the arrow to select the work schedule of this employee.
» [fthisisa Part Time employee -- enter Part Time Hours Per
Biweekly Pay Period in the next block.

E-Mail Notification:
= enter the eemail address of those who should receive a copy of this
request. Hints & Tips— to find the e-mail address, click on
the drop down menu and the Lotus Notes address book will
appear. The systemwill accept more than one e-mail
address; separate addresses with a comma. Internet e-mail
address can be used.

Submit to Personnel Servicing Office: mandatory field
= click on the arrow key, select the appropriate personnel servicing
office to process this request.

Press Continue Button: mandatory field
» click on the half circle “Continue” button. Pressing this button will

present asubform based on the action requested. Hints & Tips: if
you change your action requested, you must click on the
Continue button again to receive the appropriate subform.

Nature of Actions
» There are subforms developed for certain types of actions, which

alow the user to provide only the information needed to complete
that particular action. These subforms cover the following actions:

Change in Work Schedule

Change in Hours

Recruit

Career Conditional Appointment

Conversion to Career Conditional Appointment

Excepted Appointment NTE

Conversion to Excepted Appointment NTE

Promotion

Promotion NTE

Change to Lower Grade

OO0 000000 O0O0

Updated May, 2003 15
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o All other Nature of Actions
»  While completing a data element, you will notice “help text” located
at the bottom of the screen. This text will prompt you with the type
of information required for that field.
» There are mandatory fields that must be completed before the SF-52 can
be submitted. These mandatory fields are annotated as “ Required” in the
help text at the bottom of the screen.

Updated May, 2003 16
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|éttachmenti

The attachment section will be used for al attachments related to the
request. Examples of attachments are: position descriptions, KSAS,
crediting plans, etc. Hints& Tips. The systemwill allow you to
create more than one attachment. The “ Continue” button must

have been pressed for the Attachment screen to open up.

Add Attachment:
= click on the paper clip to create an electronic attachment.
» find the document you want to attach
= click on “Create’

= typein any information related to attachments in the block.

Regquial Tor Padaonnel Acwon AAHH - ¥ - D060 - § - Lalus Moles .
Fle Edl yiew Lmnm ddon Imd  Heip - cRe S0 SN -
A GBS EE e L0 YEHE R

hwakome  FFund Lynss- b Werkipace  BRFEATE TR Fomm - [Bleakiiewd | | Fo s orFasannd Acion S48H-0- % s

1..1(3_:""’2'%'@“#

o Tzl 1 al B P R R g

i.EJ b | Bequestor Seciteon

Iz_a'J = Chaige e W ok Bchidide/ Cliange @ Hows

L-nl-l. Bocial Security Mumber: rpamn
' ¥ HISEIETO0 3\-&

Ll First Mamme: | OOLLY

Firdelle Initial=| 1
Last Namp: | WI=EY

Reanaeks: * yrien 15 GOING TO FULL TIME SEASONAL INTERMITTENT 50 SHE OMLY WORKS DURING THE
CHRISTMAS DELIVERY SE4S0H, SHE'S GOING TO STAY AT HOME WITH HER HEW BAEY
FEINCER: THE FEST OF THE PE&R

= | AIRBCRITRIES (8,0, POsiinn [as i, BEAS, eic)
renta: This srtachimand section will be usad for all attachsnents selatad 08 this request.
i Add Attschmeant:| FEQLUEST FROKM THE EMPLOYEE [WVIXEN)] FEQLESTING THE CHARGE

/

4 S uaeqada

Ll I'.- C o O Hem

Ve 8 hne] =0

&
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Form Completed

|Preview Requestl

The SF-52 request can be previewed prior to submitting to the Personnel
Servicing Office.

To preview:
1. Click on the Preview action button at the top or bottom of the screen.

M Renquey fm Peveensl Scliser ARFY -3 - 0554 - 3 - Lohe= Kolez

e Edé Wew Cmate fokone Hep = Ry S -
UgA Yl 25 EF L& . A% G
\lakara o Kasiby b dlaga -lnbcs: I BATS THN Fene (Drafl Fomee] | Pl for Parsoneed Actiors S4FV . 460 00534 .3 3 noles

E u
= Request for 3 Acti j

i) Last Lpdabed 41
| 4 % 3
=3 B e &
I

lJ

[~ Bequestor Sectins

2. The Preview shows the request in the official SF-52 format. To view
the document you must add in the horizontal scroll bar:
Click on “VIEW” at the top tool bar
Click on “SHO

Click on “Horizontal Scroll Bar”
VIEW—SHOW--- Horizontal Scroll Bar

&® Print Request for Personnel Action: RPAPJLS-5L8LZ6 - Lotus Notes
Eile Edit Miew Create Actions Text Help

GEA T dles & B £ PT B = S0t L S @EEE
wWelcome =1 Pam J Lyons - Inbox wWaorkspace @ PATS TRN Forms - _ARequestfor Personn. _APrintF
@ | W =
- Print e Help
B
~‘J rFORMance Workflow 1.0)
@l REQUEST FOR PERSONNEL ACTION
of Persnnne | kdananemen
@ A P ing Orf - Part £ fems 7. 777 32 FI 35 and 39}
Fegue: 2. Re
[ ipgs to Lower Grade - 12/26/2004 AT
[fonal Information Call  vieme & 7 erauhans fmber 4 Pro
KSIPOT PH RETNDEER - 613.333.3233
[ lfeauested By [Tused Mame T#e Spnatie srdRequest Datk) B Action Autharized By (Timed Mame T Snatie.
S, SANTA - DRIVER - 04/02/2003 MARY CLAUTS - BOSS - 04/02/2003
B - For Preparation of SF 50Use onfi- codes i FPM Supplement 297-1. Shaw ﬂlldafes 5 manflrz{ayjneala
2. Social Security Number | 3. Date of Birth Effe
VIXEN, SISSY GEEE6666
ACTION SECOND ACTION
5-B. Mature of Action 6-4, Code | 6-B. Mature of Action
5-D. Legal Authority 5-C. Code |6-D. Legal Authority
EF. Legal Autharity EE Code |b6-F Legal Authonty
Position Title and Number 15 TO: Position Title and Number
TEAM LEADER JUST ANOTHER REINDEER
@ Oec 0. Grade or [11. Step or [12. Total Salan, 13 Pay |16 Pay 17 Oce. [16. Grade or 19 5| ep or [20. Tota
Code Level Fate Basis Ficas  |Code Lewvel Salany
Pay ‘125 Locality Adj ‘120 Adj. Basic Pay ‘1 20. Other Pay 204 Basic Pay 206 Lo canyAm |2IJC Adj. BasicF
Jaj Losetion s Pasiion’s Orasnization 22 ame and Location of Position's Oraenizaion

A -
“Nhorizontal scroll bar so you can view all the pieces of the document.
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|Pri nt Requestl

The SF-52 request can be printed prior to submission to the Personnel
Servicing Office. The printed request will be displayed in the official SF-52
format. There are two ways to print:
1. Print from Preview (instructions on page 18) -- Click on Print action
button at the top or bottom of the screen.

£® Print Request for Personnel Action: RPAPJLS-5L8JUR - Lotus Noles HE
File Edit Miew Create Actons Text Help ‘4‘ L4 sy ."q\ |
QYL Aeg B I PR EE T i A ORE B
. wWorkspace @ PATS TRN Forms - (Historyf/Farms) P quest for Fersonnel Action: |_]PrmlRequesﬁurPersunnel. j note
D
i Help
fip
~>‘J [FORMance Warkflow 1.0)
al REQUEST FOR PE NEL ACTION

ot Persnnnel Mananement
@l A - Requesting Office/so compiele Part 8 ftems 1, 722 32 33 JF and 33}

—  |Pequested |2. Request Mumber

2. Print from the request screen — Click on Print action button at the top
or bottom of the screen.

" New Aegeest for Personnel Aclios - Lolus Notes

File Edil ‘wiew Cweate Achons Tad Help e A
UEAH flg 2B WD EEI i i VAR

ol

E"‘gh’elnnm Wnkepars tF‘F\TSTHN Fatre- Dk - Fomal _IINE'W FiarjuastionFaiaonnal Sction & moite
[E1§
= Request for Personnel Action
r Last Updated O Cooabear 9, 2002 500 P
Al |

e ;

al = ok o= W ;‘ 0 o
P SOME s T T pee s pesgls G i
2} A
134
Al - | Reguestor Section
Izl
3

Action Raquestad: | hange o Lowsar Grade (g
BF-H2 I0#: [ " aapy g W, -3
Froposed EMective Date of Action: Iml
04,02, a0 =
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Sample of Printed SF-52

SF 52 [perFORMance Waorkfow 1.0]

Rev. 7/91 REQUEST FOR PERSONNEL ACTION

115 _Mffice of Perzonnel b ananement

PART A - Rec 1 Officiia fefe Porf & frems 1. 758 32 32 36 and 337

1. Actions Requested
Change to Lower Grade - 12/26/2004

2. Request Humber
AAFVICL00594.3

3. For Additional Infarmation Call Ml e’ Fatyniure Mamdaryd
RUDCLFH REINDEER - /12-333-3333

4. Proposed Effective Date
04/02/2003

B. Action Requested By /Fapad Mams 7ty Skpasfve, o Sagast Palel
CLATTS, BANTA - DRIVER. - 04/02/2003

E. Action Authonized By Fomer'Vams Tl Sipastas, o Civnccerance
st

MARY CLATTS - BOSS - 04/02/2003

PART B - For Preparation of SF $ie onfr codez in FFN Supplement S92 1. Shoss alf dates i mont-dar-pesr

1. Name
VIXEN, 31337

FIRST ACTION
54 Code |58 Matue of Action

2 Social Security Mumber [ 3. Date of Birth 4. Effective Date
BHOGAGHA

SECOND ACTION
-4 Code | 6-B. Mature of Action

B-C. Code [5-D. Legal Authority

B-C. Code |B-D. Legal Authority

5-E. Code [5-F. Legal Autharity

B-E. Code | E-F. Legal Authority

7. FROM: Position Title and Mumber

15. TO: Position Title and Number

TEAM LEADER JUST ANOTHER REINDEER
8. Pa§ 9. Oce. 0. Grade or |17, Step or [12. Total Salary 13 Pay [16.Pay [17. 0Occ. 18 Grade or [19. Step or (20, Total 21, Pay
Plak Code Lewvel Fate Easis PlsR=  [Code Lewvel Fiate 15 alanyAward Basis
124, Basic Pay |1 2B. Locality &dj.  [12C. Adj. Basic Pay[120. Other Pay  [204. Basic Pay |EDB Locality &dj.  |20C. Adj Basic Pay[200. Other Pay
14. Mame and Location of Position's Organization 22. Mame and Location of Position's Organization
AN AN -
EMPLOYEE DATA
Pref 4.7 26. Veh
¥ R 3 - 10Point/Disabilly 5 - 10-Point/Dther 0 Nore - Fi‘é”‘i”“ e no
27 FEGLI 28 Anvuitant [ndicator 29, Pav Rate
Determinant
30. Retirement Plan 3. Service Comp. Date] 32, Waork Schedule 33, Pait Time Howrs
(Leave) I -

POSITION DATA

34, Position Decupied 35, FLSA Categary
1 - Compebtive Service 3 - 5ES General

37, Bargaining L nit

‘ 3E. Appropriation Code
Status

‘| ‘| [Hone] ‘|
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|Submit Requestl

When you have completed the SF-52 request, click on the Submit button at
the top or bottom of the screen.

" New Aegeest for Persomnel Adios - Lotus Noes

Fle Edi ‘“Yew Coel Adions Tast  Halp - L NE R ]
BEA 0 e RS UB EE I -8 S EEE
Pl westcome wirkepace I PATS TR Famre-[Histore-Formel | Mew Faouas o Parsornal Acion % nofes
(BI% ) e
__I_' Action Autiosized By
L8, Maamaz: | MARY CLALS
'_Jl Titha: | poSs
j Dat:
- D4/02/2002 ]
4
s Employae Information
:-j:l Laost Mo | |
@_'I Waork Schaduba: |1 - nbarmittant Saazanal =3
= Bart Time Howes Per Biwaekly Pay
el Periad:

E-Mail Motification: © | -

Subimit to Personnel Servicing | pa TS TEM MINK HD i
Office:
Prass Continue Button NOTE: | ({3 cees
Continue Bulton must e pressed
agadn it the Actinn Requastad has
changadd;

b | attachments (eog., Position Description, K585, etc)

<. * o+ 9 Qa2 ol
Sl Bt COMM®  pemen sl mokams L L

_ e Thiss i the protested text aren of the form,
*|Erana] | * = Criica

o

» The system will prompt you if any mandatoryfield is not completed.

=  When the submission is completed, a“ Submit Information” box will
appear with your assigned Request Number. This number will make
it eesier to find your action in Tracking.

= Click on“OK”

@ Request Number: AADM-X-00597-3.

To review status, please click onthe Tracking buttan.
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VIEWS

The VIEW S database can be used to look up SF-52's that have been saved
to draft (DRAFT); or one swhich have aready been submitted to the

Personnel Servicing Office (OUT BOX). Hints& Tips—in the VIEWS
screens you may use the “ Back” bottom left hand side to go back
to the main S-52 screen; “ Exit” will take you all the way out of

the PATS system.

If you are not ready to submit the SF-52, you can save the document as
“Draft” and come back to it later. Or, a Draft request may beused asa
template for similar types of requests. Users can save requests to Draft
multiple times; requests will not be processed through the Personnel

Servicing Office until it is actually Submitted. Hints & Tips: Draftsare
grouped by Requester Name in VIEWS.

|Savi ng arequest to Drafg

To save arequest for personnd action (SF-52) as a draft:
1. Click on DRAFT action button at the top or bottom of the screen.
2. The draft SF-52 will be stored inthe VI EW S database.

G H A e

[Myveicome  workspace | @1PATS TRN Forms - Draft- Forms)
7 3, Gearchin  "Draft-Farms"

Search for

| ‘SF—SZ ID# | Act

¥ Requester: ANITA RIDLEY
¥ Requester;
~ Requester;
~Requester:

~ Requester

t

ter: ANTHONY CAMPO

ter: BETHANY JONES

ter: BISHOP, SCOTT

ter: BRIAN H. ESPE

¥ Requester: BRINEGAR, SUE

¥ Requester: BURDA, KATHY

~ Requester: CARL BAUSCH

¥ Requester: CATHERINE METCAL

¥ Requester: CATHY MORTON

¥ Requester: CHARLES P. SCHWA

¥ Requester: CHERYL A TOWELL

~ Requester: CHRISTINE A. ZAKAI

~ Requester

~ Requester

~ Request,
ABFY-Kx

~ Reques

¥ Reques

¥ Reques

¥ Reques

¥ Reques

~Reques

: CHRISTINE 7AKARK#
: CINDY SMITH
er: CLAUS, SANTA
-00594-3

r: CLEMENT, GARY L.

r: G. DAVE MCNEAL
r: D

r: DALE MEYERDIRK
r: DAVID AMBROSE
r: DAVID FARRIS
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|Fi nding a DrafEI

To find arequest saved as a Draft:

1
2.

3.

Clickon VIEWS,
The screen should open up to “Drafts’; if not click on the Drafts
button.
Click on right arrow twistee next to the word DRAFT
Draft SF-52' s are stored by Requester; to search for a Draft SF-52:
o scroll down the screen using the arrow keys,
0 begin typing in the information you’ re searching and a search
box will appear;
o utilize the Search bar at thetop of screen. HINTS & TIPS if
the search bar is not visible on screen; click on View at

the top toolbar; click on“ Search Bar” .
L ocate the Requester’ s name; click on the right arrow twistee next to
the Requester’ s name
Double click on the right arrow twistee next to the request you want to
open.
When the request is open, you can either; edit it, use it as atemplate
or click on the action button Submit.

 PATS TRN Forms - (Draft - Forms) - Lotus Notes [_[5]x]

File

Edit W¥iew Create Actions Help @ Q \}QQ\ o
GEA B Al £F 06 0L c %= o

We\cnma

Workspace :=1Pam JLyons-Inbox | 8 PATS TRN Forms - (Drat-Forms) X| nofes
O, Searchin:  "Draft-Forms" O Indexed 2] x|

Search for | Search * More ‘

Al

NOA Description Last Name

SF-52 ID# Action Requested
Date

¥ Requester: MICHAELIS, MARK 1.

¥ Requester: MOUSE, MICKEY

¥ Requester: MURPHY, GAROL L.
*Requester: NJERI KUMIWA MWALIMU

¥ Requester: OWEN W. HESTER
¥ Requester: PAT MCQUILLAN
*Requester: PATSY HARTLEY
*Requester: PAULA COWEN

¥ Requester: PEDRO J. MILLAN
¥ Requester: PETERSON, RUTH
¥ Requester: PHIL MARRIOTT
~Requester: PHILIP MARRIOTT

¥ Requester: RAYMOND A. PENK -

AAIS-K¥-00598-3 04/04/2003 Change in Work Schedule

*Requester: REINDEER, RUDOLPH
WIXKEN
¥ Requester: RENE WING

¥ Requester: ROBERT D. MEINDERS

~ Requester: ROBERT STYKES,

¥ Requester: ROXANNE C. MULLANEY, DYM

~Requester: RUTHANN BERRY

*Requester: R.A.FERRIS

¥ Requester: SCHAFER, JOEE

¥ Requester: SHIRLEY CARTER

¥ Requester: SIEGFREID, LYNNE

¥ Requester: SIEGFRIED, LYNNE

~Requester: SLAGA, KATHY =

S “|Using database on Datal4/INT/APHIS/USDA o= Office =0
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Action Buttons — once you’ ve saved a request to Draft, additional
action buttons will appear at the bottom & top of the screen:

» Edit: opens the request so the user can make changes to the SF-52
before submission.

» Copy to New: alows the user to copy arequest and use it as a new
request. It opens the form (the same as Edit) so that changes can be
made before submission.

» Delete: dlowsthe user to delete their request.

Fla Edi “Wew Creaia Aclons  Help =
DA haog Aoz B F g b A% g _
Laleams v g p e 'F'A'I'ETPNFuma-_Qm:I-qu@ | _1Piagquest for Paraonnal Ackon: AAPY -55 - D0594-3 ¥

l

] X Request for Personnel Action

=1 New Action lach lododod cou bl o e

2l Buttons:

1% D » = 99 o A N D
a Edit; Copy to —> [ ,;'._-E;_ P il SN
|[Z] New & Delete

=

|Editi ng a Draftl

To edit an request saved as a Draft:
1. Find the request (see instructions page 23)
2. Double click on the right arrow twistee next to the request you want to
edit.
3. When the request is open, you click on the “Edit” button located at the
top or bottom of the screen.

Lﬂ'ﬁ'elnnme A Fetyd Lyong - kg Wirkepeoe B RATS TRM Fomsa - [Dief- Forme] | I Riacpuasi ior Parsonal Action; AAFy - K notes

L, -
. Request for Personnel Action
Lact Updated O Ocrober 9, 2002 500 PR
|
] RN -
= LA L S SR rwip
7]
i
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|Submitti ng a Draftl

To submit a Draft:
1. Find the request (instructions page 23).
2. Double click on the right arrow twistee next to the request you want to
submit.

3. When the request is open, click on the action button Edit at the top of
thescreen. HINTS& TIPS You must click on Edit, even if
you are not going to change the document, before you can

Submit.
4. Click on the action button Submit at the top or bottom of the screen.

e AAFY - D00 - DS E - 1 - Lok Molee

He Eon Mew Cresi genom Tad  Holg - ok,
GEd g ST EE s Y HE R
Wi o Wikapsca I PATS TN Poimi~ D -Fransl | | Rsopesifor Permondel Acinn AP - - I0End- 7 M

Request for Personnel Action

=2t Updated On: drcicher B, 2002 E: 00 P

L2 >\ e @B N

o T

LRI L

= |_Rppeesisr Beclam

|Usi ng a Draft as a Templ atﬂ

To use a Draft request as atemplate for completing ssimilar types of requests:
1. Find the request (instructions on page 23).
2. Double click on the request you want to use as atemplate.
3. Click on Copy to New action button at the top or bottom of the screen.
4. Make whatever changes are necessary to create a new request.
5. Click on the Submit action button; or save asDraft.

Eﬁ'ﬁhl:umn == Pem J Lyons - inbox Wurrkspeca I PATS TR Foms - [Disft- Foems] | _] Faguast for Parsonral Action: SAFw -] & noles

el 3
0 Requast for Personnel Action

—nd Updasted On: October 3, 2002 5:00 PFM

il

| FlE P * » 9 & B 0 2
'_4-_‘ e T R i o T T raig
=4
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|De| eting a Draftl

To delete a draft request:
1. Find the request (instructions on page 23).
2. Double click on the request you want to delete.
3. Click on Delete action button at the top or bottom of the screen

[*} wiaicama == Pemi J Lyons - nbox Wurrkspeea I PATS TR Foms - [Dieft- Forms] | _] Faguast for Parsonral Action: AAFy - & notog
B -
i, Roguest for Personnel Action
1
d IR 2
!Erf__‘i
F
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In the PATS database, you can view SF-52's which have already been
submitted to the Personnel Servicing Office. Submitted SF-52’ s are stored
iINnVIEWS, inan areacadled OUT BOX; they are grouped by Requester’s
name.

File  Edit Yiew Create Actions Help

G@#L@@ A LFE &t %@ 4};:%% @

| |SF’52 ID#

~ History Documer
~Requester: AA
~Requester: AD
¥ Requester: AR
v Requester: Ay
¥ Requester:
~ Requ
~ Requi
~ Requester:
~ Requester:
~Requester: CL
AABH-KX-00532
AAFY-KX-0058%
¥ Requester: DD
¥ Requester: DD
~Requester: DU
~ Requester:
~ Requi
~ Requester:
~ Requester: EE
¥ Requester: ELI
AADM-XX-0058
¥ Requester: ELI
ABBP-%X-00590
~Requester: FE
~Requester: GR

rTrncl(Ing

Protection

U.S. Merit Systems

rl.ookup Tables Agricultural Marketing Service
Animal and Plant Health Inspection
" bocumentation rvice
Grain Inspection, Packers and
r Stockyards Administration
Administration

"web Administration

~Requester: HA
~Requester: HE

To view an SF-52 that has already been submitted:

Click on the VIEW S button.
Click onthe OUT BOX button.
Click on right arrow twistee next to the words “History Documents’
Submitted SF-52's are stored by Requester. To search for a submitted
SF-52:
a scroll down the screen using the arrow keys;
b. begin typing in the information you’ re searching and a search
box will appear;
c. utilize the Search bar at thetop of screen. HINTS & TIPS if
the search bar is not vigble on screen; click on View at

the top toolbar; click on* Search Bar” .

~OONPE
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Samplefrom History:

# PATS TRN Forms - {History - Forms) - Lotus Notes HEER

File Edit Wiew Create Actions Help ¥ Wgﬂo\ S
CEH Bdleg AUy EF £ 0 08 &%= S Ak
We\come = Pam J Lyons - Inbox Warkspace | & PATS TRM Farms - (Histary - Farms) ﬂ nofes

| i a 3, Searchin  "Histary - Farms" O Indexad 2l
i Search for I Search ¥ Mare |
o SF-52 ID# Date NOA Description Last Name ﬂ

Submitted

¥ History Documents
b Requester: AAA
b Requester: ADELE DIXON
b Requester: ADELE DURHAM
b Requester: ARSENEC, PIERRE
b Requester: BISHOP, SCOTT
b Requester: BULLWINKLE, BULLY
¥ Requester: CANDY
b Requester: CAROLYN RADEMAN
b Requester: CAROLYN RADEMNA

bR TCAILFE
~ Requester: CLAUS, SANTA
* AABH-¥-00593-3 04/02/2003 Change to Lower Grade WIHEMN
* AAFY-HKX-00592-3 04/02/2003 Discharge DASHER
P REEET DUy

b Requester: DDDDDD

b Requester: DIXON, ADELE

¥ Requester: DUCK, DAFFY

b Requester: DYGHE, BECKY

¥ Requester: D,D

b Requester: E

b Requester: EEE

b Requester: ELF, JOE

» Requester: ELF, JOE

b Requester: GRAPE, FRUIT

b Requester: HAPPY, HALLOWEEN
b Requester: HENDRIGKS, GAROL
¥ Requester: HOOK, CAPTAIN =l

1 i |l Office =0

|Usi ng a Submitted Request as a Templ atg

Requests which have aready been submitted can be used as a template for
new requests. To use adocument from History as atemplate for completing
similar types of requests:

Go into Out Box.

Find the request (see instructions page 27).

Double click on the request you want to use as a template.

Click on Copy to New action button at the top of the screen.

Make whatever changes are necessary to create a new request.

Click on the Submit action button; or save as Draft.

©ooNOOA
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" Aegueest for Personnel Adion Lofu= Mole= ]
File Edd ‘iew Creals  Actons  Help ¥ e A L LT S
GEAB R A5 LF EF WL A% RE

Beame, . CH Al 1M e v -Forme] I Fecuastfon Parsnnal Acticn xi—uﬂ

HISTORY Request for Personmel Action
Last Updated Cn; Cotobsrd, 2002 5:00 P

wo | T W e sk Bbsod Dot Help

| b |_Requestor Section |
= |k | Al Other Natwa of Actions |
]

ATLaC et s {6 Posiion Dascription, B6a5, gic) |

—_— % e = G oQ BN

o, UHME T e el Pl LaL el
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Tracking

Y ou can check on the status of your SF-52 through TRACKING. Youcan
access this two ways.
Click on the blue icon called PATSPROD TRACKING.
Click onthe TRACKING button located on the left side of the
navigational screen.

Q@JL"EJ@S 25 "'s“ ff* T 2 o= @l

- =
* Favorite Bookmarks e [*Lwelcor workspace | 8 PATS TRN Forms - (Blank Yiew) X

@ Welcome

==71
t_,, Databaze Subscriptions

& PaTS Prod Foms
& PATS Prod Tracking

To track arequest for personnel action (SF-52):
1 Click on the PATS PROD TRACKING icon; or TRACKING
button.
2. Click on the method you choose to search:
a By SF-52 ID # (from the Submit Information box)
b. By Action Taken HINTS & TIPS this method not
recommended!
c. By Requester (Name)
3. Tosearchfor an action:
a scroll down the screen using the arrow keys,
b. begin typing in the information you' re searching and a search
box will appear;
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c. utilize the Search bar at the top of screen. HINTS & TIPS if
the search bar is not visible on screen; click on View at

the top toolbar; click on “ Search Bar” .

Sample Sear ch by Requester :

@ PATS TRN Tracking - (Personnel Tracking by Requester) - Lotus Notes

G B 4w
Welcnme

Performance Workdlow

VIEWS
By SF-52 D2

flv Action Taken

r!v Requester

File Edit ¥iew Create Actio e =1l3]

0 LF B P o= S@EE

SF-52 ID#

Last Name Date / Ti mitted

‘ ‘Actinn

Q, Searchin:  "Personnel Tracking by Reguastar” O Indexed |
Search for I Se ¥ Mare
NS Requester Ro

b BUNNY, EASTER

b CAROL HENDRICKS

b CAROLYN RADEMAN
P CAROLYN RADEMNA
b CATHERINE METCALF

¥ CLAUS, SANTA

P AAFY - XX - 00592 - 3
b ABHR - LN - 00108 - 2
b ABHR - LN - 00110 - 2
b ABHR - LN - 00112 - 2
b ABHR - LN - 00127 - 2
b ABHR - LN - 00136 - 2
b ABHR - LN - 00138 - 2
b ABHR - LN - 00142 - 2
P BHHR - IE - 00355 - 3
DDD

DDDD

DDDDD

DODDDD
» DDDDDDDDD
b DICKSON

b DICKSONTEST

Updated May, 2003
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APPENDIX A

NATURE OF ACTION CODES
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Nature of Actions

Nature of Action Action Code Action Description Input Code
Appointment Nte| ANTE ANTE Appointment Nte 115
Cancellation|]CNCL CNCL Cancellation 001
Career Appointment|CA CA Career Appointment 100
Career Cond Appointment|CCA CCA Career Cond Appointment 101
Change in Duty Station|CDST CDST Change in Duty Station 792
Change in Hours|CHRS CHRS Change in Hours 782
Change in PMSO Element|PMSO PMSO Change in PMSO Element 903
Change in Position Number|PONO PONO Change in Position Number 919
Change in Tenure|CHGTEN CHGTEN Change in Tenure 880
Change in Title|TITL TITL Change in Title 910
Change in Work Schedule|CWS CWs Change in Work Schedule 781
Change to Lower Grade|CLG CLG Change to Lower Grade 713
Continuation of Pay|COP COP Continuation of Pay 920
Conv to SES Ltd Emergency Appt NTE|] CONV Conv to SES Ltd Emergency Appt NTE 549
Conv to SES Noncareer Appt|CONV CONV Conv to SES Noncareer Appt 546
Conversion Career Conditional|CVCC  CVCC Conversion Career Conditional 501
Conversion Summer Appt|CSUM CSUM Conversion Summer Appt 517
Conversion to Appt Nte| CONV CONV Conversion to Appt Nte 515
Conversion to Appt. - Staus Quo|CONV CONV Conversion to Appt. - Staus Quo 524
Conversion to Career Appt]|CONV CONV Conversion to Career Appt 500
Conversion to EXC Appt Nte|] CONV CONV Conversion to EXC Appt Nte 571
Conversion to EXC Appt]CONV CONV Conversion to EXC Appt 570
Conve rsion to REINS Career Cond| CONV Conversion to REINS Career Cond 541
Conversion to REINS Career| CONV CONV Conversion to REINS Career 540
Conversion to SES Career Appt|]CONV CONV Conversion to SES Career Appt 542
Conversion to TAPER|TAPR TAPR Conversion to TAPER 512
Conve rsion to Term Appt. NTE] CTRMNTE Conversion to Term Appt. NTE 508
CORRECTION|CORR CORR CORRECTION 002
Death|DTH DTH Death 350
Denial of WGI| Denial of WGI 888
Detail NTE|DETNTE DETNTE Detail NTE 730
Discharge|DSCH DSCH Discharge 385
Emergency Appointment|EMER EMER Emergency Appointment 107
Excepted Appointment Nte|ENTE ENTE Excepted Appointment Nte 171
Excepted Appointment|EXAP EXAP Excepted Appointment 170
Exit of Detail Nte|[EXDT EXDT Exit of Detail Nte 923
Extension of Appt|EXNA EXNA Extension of Appt 760
Extension of Detail[EXTDET EXTDET Extension of Detail 731
Extension of Furlough Nte|EFUR EFUR Extension of Furlough Nte 772
Extension of LWOP Nte|ELOW ELOW Extension of LWOP Nte 773
Extension of Promotion Nte|EXPR EXPR Extension of Promotion Nte 769
Extension of Term Appt. NTE EXTTERMNTE Extension of Term Appt. NTE 765
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Nature of Action Action Code Action Description Input Code
Furlough - Not RIF|FURL FURL Furlough - Not RIF 471
Furlough - RIF|FURL FURL Furlough - RIF 472
Leave With Pay|LWP LWP Leave With Pay 462
Leave Without Pay|LWOP LWOP Leave Without Pay 460
LWOP-US|LWOP LWOP LWOP-US 473
Name Change|NCHG NCHG Name Change 780
Pay Adjustment|PADJ PADJ Pay Adjustment 894
Placement in Nonpay Status|PNPS PNPS Placement in Nonpay Status 430
Placement in Pay Status|PIPS PIPS Placement in Pay Status 280
Position Change - Reclass|PCHG PCHG Position Change - Reclass 741
Position Change |PSNC PSNC Position Change 740
POSITION REVIEW|POSR POSR POSITION REVIEW

Preliminary Disability Retirement|PRET PRET Preliminary Disability Retirement 976
Promotion Nte|PNTE PNTE Promotion Nte 703
Promotion|PROM PROM Promotion 702
Provisional Appt|PROV PROV Provisional Appt 190
Realignment|REAL REAL Realignment 790
Reassignment - Reclass|REAC REAC Reassignment - Reclass 720
Reassignment|REAS REAS Reassignment 721
Recruitment Bonus|BNUS BNUS Recruitment Bonus 815
Recruit|RECT RECT Recruit

Reimbursable Detail Nte|REIMDTLNTE REIMDTLNTE Reimbursable Detail Nte 922
Reinstatement Career Cond|RECC RECC Reinstatement Career Cond 141
Reinstatement|REIN REIN Reinstatement 140
Relocation Bonus|RBON RBON Relocation Bonus 816
Removal|RMVL RMVL Removal 330
Resignation - ILIA |RESILIA RESILIA Resignation - ILIA 312
Resignation|RESN RESN Resignation 317
Retention Allowance|RETALLOW RETALLOW Retention Allowance 810
Retirement - Disablity|RETD RETD Retirement - Disablity 301
Retirement - ILIA |RETILIA RETILIA Retirement - ILIA 304
Retirement - Special Option|RSPC RSPC Retirement - Special Option 303
Retirement - Voluntary|RETV RETV Retirement - Voluntary 302
Return to Duty|RTD RTD Return to Duty 292
Separation-RIF|SEPRIF SEPRIF Separation-RIF 356
Separation-US|SEPUS SEPUS Separation-US 353
SES Career Appt|SESC SESC SES Career Appt 142
SES Non-Career Appointment|SESN SESN SES Non-Career Appointment 146
Settlements - EEO/MSPB/Grievance| SETL Settlements - EEO/MSPB/Grievance 600
STAY IN SCHOOL|SIS SIS STAY IN SCHOOL

Step Adj - Special Rates|SADJ SADJ Step Adj - Special Rates 899
Summer Appointment Nte|SUMR SUMR Summer Appointment Nte 117
Suspension Indefinite| SUSPIND SUSPIND Suspension Indefinite 452
Suspension|SUSP SUSP Suspension 450
Temp Pend Estab of Register|TAPR TAPR Temp Pend Estab of Register 112
Term Appointment Nte| TERM TERM Term Appointment Nte 108
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Nature of Action Action Code Action Description Input Code
Term Grade Retention|TGRD TGRD Term Grade Retention 866
Termination - Exp of Appt]TERM TERM Termination - Exp of Appt 355
Termination Appt In|TAIN TAIN Termination Appt In 352
Termination During Probation| TERMPROB Termination During Probation 385
Termination of Detail| TERMDET TERMDET Termination of Detail 732
Termination| TERM TERM Termination 357
Time Off Award|TOA TOA Time Off Award 872
Transfer SES Career|SEST SEST Transfer SES Career 145
Transfer| TRAN TRAN Transfer 130
Volunteer Appointment|VA VA Volunteer Appointment 199
Volunteer Separation|VSEP VSEP Volunteer Separation 399
Within Grade Increase|WGI WGI Within Grade Increase 893
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APPENDIX B

ORGANIZATIONAL CODES
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Org Loc Code

APHIS Grouping

ORGANIZATIONAL CODES

Desc Org Loc Description

AAAB
AAAC
AAAM
AAAS
AABH
AABR
AACN
AADA
AADM
AAFG
AAFV
AAIS
AALP
AAMP
AAOA
ACT
AAOP
AAPP
AAPQ
AAPS
AAPY
AAST
AATB
AATM
AAVS
AAWS
ABAS
ABBA
ABBP
ABDA
ABEM
ABES
ABHR
ABMP
ABRM
ABRW
ACAC
ACAH
ACCE
ACDA
ACEA
ACRM
ACWE
AMER
AMLS
ASFR
ASIL
ASLA
ASTX
ASXX
BHAC
BHAL
BHBC
BHCB
BHEE
BHFM
BHGC
BHIR
BHME
BHPE
BHVC
BRAT
BRCD

Updated May, 2003

34
34
2

02
50
50
02
02
02
36
02
34
34
02
34

34
34
34
36
02
02
02
02
34
34
34
34
34
34
34
34
34
34
34
34
34
34
34
34
34
34
34
02
02
02
02
02
02
02
50
50
50
50
50
50
50
50
50
50
50
50
50

APHIS, ABS, ADV ACT
APHIS, AC, ADV ACT

AMS, EX RES, ADV ACT
AMS, ASU, ADV ACT

MSPB, HQ, ADV ACT

MSPB, REG OPS, ADV ACT
AMS, COTTON, ADV ACT
AMS, DAIRY, ADV ACT
AMS, DEP ADMIN, ADV ACT
GIPSA, FG, ADV ACT

AMS, F&V, ADV ACT

APHIS, IS, ADV ACT

APHIS, LPA, ADV ACT

AMS, DEP ADM MKTG, ADV ACT
APHIS, OFC OF ADMIN, ADV

APHIS, OPD, ADV ACT

APHIS, PPD, ADV ACT

APHIS, PPQ, ADV ACT

GIPSA, PSA, ADV ACT

AMS, POULTRY, ADV ACT
AMS, ST, ADV ACT

AMS, TOBACCO, ADV ACT
AMS, TM, ADV ACT

APHIS, VS, ADV ACT

APHIS, WS, ADV ACT

APHIS, MRP-BS, ASEU

APHIS, MRP-BS, BASEU
APHIS, MRP-BS, BPT

APHIS, MRP-BS, DEP ADMIN
APHIS, MRP-BS, Emer Plan/Res
APHIS, MRP-BS, ESD

APHIS, MRP-BS, HRSEU
APHIS, MRP-BS, Mple Bus Site
APHIS, MRP-BS, RMSES
APHIS, MRP-BS, RW BUS SITE
APHIS, AC, FLD

APHIS, AC, HQ

APHIS, AC, CE REG

APHIS, AC, OFC OF DIR
APHIS, AC, EA REG

APHIS, AC, RES MGMT
APHIS, AC, WE REG

AMS, EXEC RES

AMS, LIVESTOCK, ADV ACT
AMS, ASU, FRESNO

AMS, ASU, GLEN ELLYN

AMS, ASU, LOS ANGELES
AMS, ASU, ARLINGTON

AMS, ASU

MSPB, OFC of Appeals Counsell
MSPB, OFC ADM LAW JUDGE
MSPB, CHAIRMAN

MSPB, OFC OF CLERK

MSPB, OFC OF EEO

MSPB, FIN MGMT

MSPB, OFC OF GEN COUNSEL
MSPB, INFO RES DIV

MSPB, MEMBER

MSPB, OFC OF POLICY & EVAL
MSPB, VICE CHAIR

MSPB, RO, ATLANTA

MSPB, RO, DALLAS
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BRCE 50 MSPB, RO, CHICAGO

BRDC 50 MSPB, RO, WASH DC

BRNB 50 MSPB, RO, BOSTON

BRNE 50 MSPB, RO, PHILADELPHIA
BRNY 50 MSPB, RO, NEW YORK

BRRO 50 MSPB, REGIONAL OPS

BRWD 50 MSPB, RO, DENVER

BRWE 50 MSPB, RO, SAN FRANCISCO
BRWS 50 MSPB, RO, SEATTLE

CNDD 02 AMS, COTTON, DEP DIR
CNFD 02 AMS, COTTON, FLD

CNFT 02 AMS, COTTON, FIBER TECH
CNGB 02 AMS, COTTON, GRADING BR
CNHQ 02 AMS, COTTON, HQ

CNMN 02 AMS, COTTON, MARKET NEWS
DACR 02 AMS, DAIRY, CHICAGO
DAWA 02 AMS, DAIRY, HQ

DMES 02 AMS, EXEC SVCS

DMFM 02 AMS, FIN MGMT DIV

DMIR 02 AMS, INFO RES DIV

DMXX 02 AMS, DEP ADMIN FOR MGMT
EEEE Misrouted Garnishment
FGCD 36 GIPSA, FG, COMPLIANCE DIV
FGDO 36 GIPSA, FG, DOMESTIC

FGEX 02 GIPSA, FG, EA EXPORT
FGFM 36 GIPSA, FG, FLD MGMT

FGIN 36 GIPSA, FG, INTERIOR

FGOA 36 GIPSA, FG, OFC OF ADMIN
FGQA 36 GIPSA, FG, QA & RES

FGRM 36 GIPSA, FG, RES MGMT
FGSD 36 GIPSA, FG, STD DIV

FGWX 36 GIPSA, FG, WE EXPORT

FVFE 02 AMS, F&V, FRESH EASTERN
FVFO 02 AMS, F&V, FLD OFF

FVPE 02 AMS, F&V, PROC EASTERN
FVPW 02 AMS, F&V, PROC WESTERN
FVWA 02 AMS, F&V, HQ

HSER CuU PPQ ER IN DHS

HSWR CuU PPQ WR IN DHS

HSXX CcuU PPQ OTHER IN DHS

IEER 34 APHIS, MRP-BS, IES Eastrn Reg
IEHQ 34 APHIS, MRP-BS, IES HQ
IEWR 34 APHIS, MRP-BS, IES WestrnReg
ISDA 34 APHIS, IS, DEP ADMIN

1ISOS 34 APHIS, IS, OP SUPT

ISRM 34 APHIS, IS, RES MGMT

LPEC 34 APHIS, LPA, EXEC CORR
LPFO 34 APHIS, LPA, FOI & RES MGMT
LPOD 34 APHIS, LPA, OFC OF DIR
LPPI 34 APHIS, LPA, PUBLIC INFO
LSAO 02 AMS, LIVESTOCK, HQ

LSFO 02 AMS, LIVESTOCK, FLD

MPXX 02 AMS, DEP ADMIN FOR Mrktg
OABC 34 APHIS, BIOL CONTROL
OAXX 34 APHIS, OFC OF ADMINIST
OPAD 34 APHIS, OPD, WS & ITS & IS
OPAM 34 APHIS, OPD, AMS TRNG INST
OPDO 34 APHIS, OPD, DIR OFC

OPMR 34 APHIS, OPD, SUPT & MRP
OPOD 34 APHIS, OPD, ORG DEV

OPPQ 34 APHIS, OPD, PPQ

OPVS 34 APHIS, OPD, VS & AC

PPBP 34 APHIS, PPD, Budgt & Prog Anls
PPBT 34 APHIS, PPD, BIOTECH & SCI
SVCS
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PPES
PPOD
PPPA
DEV
PPPR
PPRA
PQBF
PQBH
PQCP
PQCR
PQDA
PQDE
PQER
PQMF
PQOS
PQPM
PQRM
PQWE
PSOA
PSRO
PYDM
PYFO
PYGA
PYLR
PYMO
PYWA
STAF
STEC
STLO
STMC
STOD
STPR
STPV
STRB
STRM
STSB
STTS
TBKY
TBNC
TBOD
TMFO
TMHQ
VSAH
VSCB
VSCR
VSDA
VSER
VSOS
VSPD
VSRM
VSVL
VSWE
WSER
WSNW
WSOA
WSRM
WSWR

Updated May, 2003

34
34
34

34
34
34
34
34
34
34
34
34
34
34
34
34
34

APHIS, PPD, EVAL SVCS
APHIS, PPD, OFF OF DIR
APHIS, PPD, POLICY ANLYS &

APHIS, PPD, PLNG & RISK
APHIS, PPD, Reg Anly/Pro Dev
APHIS, PPQ, BIOTECH FLD
APHIS, PPQ, BIOTECH, HQ
APHIS, PPQ, CPHST

APHIS, PPQ, CE REG

APHIS, PPQ, DEP ADMIN
APHI S, PPQ, Dom & Emer Pro
APHIS, PQ, EASTERN REG
APHIS, PPQ, PLANT METHODS
APHIS, PPQ, OP SUPT
APHIS, PPQ, Center For PS&T T
APHIS, PPQ, RES MGMT
APHIS, PPQ, WE REG

GIPSA, PSA, OFC OF ADMIN
GIPSA, PSA, REG OFC

AMS, POULTRY, DES MOINES
AMS, POULTRY, FLD

AMS, POULTRY, GASTONI A
AMS, POULTRY, LITTLE ROCK
AMS, POULTRY, MODESTO
AMS, POULTRY, HQ

AMS, ST, AFLATOXIN LAB
AMS, ST, EA LAB

AMS, ST, LAB OPS

AMS, ST, MW LAB

AMS, ST, OFC OF DIR

AMS, ST, PESTICIDE REC
AMS, ST, PLANT VARIETY
AMS, ST, RESIDUE BRCH
AMS, ST, INFO RES

AMS, ST, STAT BRCH

AMS, ST, TECH SVCS

AMS, TB, LEXINGTON

AMS, TB, RALEIGH

AMS, TB, OFC OF DIR

AMS, T&M, FLD

AMS, T&M, HQ

APHIS, VS, ANML HLTH
APHIS, VS, Ctr Vet Biolog
APHIS, VS, CE REG

APHIS, VS, DEP ADMIN
APHIS, VS, EASTERN REG
APHIS, VS, OP SUPT

VS, Prof. Dev. Staff

APHIS, VS, RES MGMT
APHIS, VS, NVSL

APHIS, VS, WE REG

APHIS, WS, EA REG

APHIS, WS, DWRC

APHIS, WS, DEP ADMIN
APHIS, WS, RES MGMT
APHIS, WS, WE REG
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